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How to Find the Associated PO Number and Receipt Number for a Voucher 

Vouchers that are not related to Travel Expense or Non-PO Vouchers should be created based 

off of an associated receipt. When these vouchers are created correctly, information details 

about the PO and the Receipt can be found within the Related Documents tab of the voucher. 

To view this information, the user can do one of two things: 

Option 1: Uses the Voucher ID to perform the search 

1) Select Main Menu > Accounts Payable > Vouchers > Add/Update > Voucher 

Search. 

 

 
 

2) Enter the Voucher ID in the Voucher ID field. (The Business Unit should already have “MDJUD” 

defaulted within its field.) 

3) Click the Search  button. 
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4) Click the Voucher ID  hyperlink to open the voucher. 

 

5) Click the Related Documents  tab. 

6) Click the Expand  button for the Voucher Line – PO Information and for the 

Voucher Line – Receiver Information. 
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7) Once expanded, the user can see the Purchase Order (PO ID) and the Receipt 

Number that is associated to the voucher. 

Option 2: Uses the Invoice ID on the Voucher to perform the Search 

1) Select Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers 

> Voucher. 
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2) Enter the Invoice ID in the Invoice ID field. 

3) Click the Search  button. 
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4) When the results displays at the bottom of the Voucher Inquiry page, click the More 

Details  tab. 

 

5) Click the Details Lines  button. 

 

6) When the Voucher Details page displays, the associated PO Number and the Receipt 

Number are shown. 

 


